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ATTACHHERT IX

GUILE F(2 COMPLETING FORM WO, %~2, REFRODUCTION REQUISITION

The Jdllowing Instruetions are keyed $o individual iteas appaaring on Forn
¥oo 36-2, Since this form is the basic instrument from which ithe Printing
and Meproduction Divielon derdives the information needed to complets work
required of them corragtly, it is essentisl that considersble cuvs ba given
o completion of sach 1tem.
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Ordered by (Porson) = A8 & general rule, the name of the individunl
Leving tne post inowledge of the work requested should appesr in thig
Stem, Inquirien by the Prinbting and Heproduciion Division will be
civegied to the person ilebed in this item. This iten should not be cons
feged with "Signature of Requisitioning Official®, If no notation is made
under "Romerks®, the finished job will be deliversd to the person ordaring
whe wourk. :

Building. Room, Phouo -~ Raplicit infomation should be furnished sinee
dedivery of the [{alshed product will be dependent on this address.

?Eis ﬁﬁ@g = Dute requisition eoanpleted.

Bate Job Reouired ~ A definite date should be furnished. Do not use
PRSAPT"3iiice B latter has no real meaning to the Prinbing snd Heproduce
tioh fivision. Bvery effort is mads to meet the "date job required™ and,
in most cases, production schedvles are adjusted aseordingly .

Srangh or Office. Division, Sectlon = This sot of itenms should veflect

¥ cs of Petvonrel pius The letter abbrevistion for the Steff or Division.
IT appropriste, the hranoh or seotlon may be indicated vader "Section” in
abbreviated foim. '

do Hmbor = Isave this item blank. The jot: wasber for sll Reproduction
Requisitione originsting in the Office of Parsomnel ere assigned by PAS
from the macter reproduction job muber reglster maintained by the Staff.

SERVICE REQUIRED {Colwmn hoading) - Place an "X{" in the spprepriste box
inofenting the type of process o be used, in the event thut none of
the given categories indieste the type of ssrvica required; the process
nogt nearly velated to the required servies should be lined-uvut and Lhe
gorrect information typed in the sane bex. '

Size ~ The oxnct sige of the material tc bs printed, photostated, etc.,
Shotld he firiilshed since this informsiSon will indicate the size of
paper to be cut, ete, If this data cannot be fwmnished for technical
reasong, some notation as to use of meberlal or ratio of photographlc
reduction must be indicated under "Rwunrks©.
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I « Moens the actvel mmber of ismvees, muwber of
, grarh, ditto, duplimat), muber of pages of s form
\printed front and back), or pamphlet, ete.

1Gy  Goples Hequired on Each - This indlcates the nurber of aopies to be
aadn from eack oripginal as poted in paragraph 9 of this puide,

Ade  TOTAL NUMBER OF GOPINS (eoluem heading) ' The total muiber of eopies

;
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g doterminad by multiplying the SHwber of Origingls® times "Copies
taguived on Begh¥. As an exampla, if 5,000 copies srs needsd of a form
Feinted on both sides of a sheet, the total mmber of copies will
entually be 10,000, although 5s00C coples of the form will rasult from

printing. In the case of & "one originel® reproduction, the “total.
ber of coples" will equal feoples required on eagh”,
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<2y PRINT (column heading) = The appropriate box should be checked, The

Tt “heed to hsad" and "tumble head® indicate the result if a two~
ided reproduction is turned or 11fted Prom bottom o tep. With "tunble
“ead® forms, turning the form from bobtiom to top will bring the back
page into correct reading position. ¥“Head to head? forms, on the other
‘hand, are printed in the same manner as the page of a bock, @oZ0y turning |
e page fron right to Jeft will bring the back page into correct position.

2

13« BIMDIRY (column heading) = This item refers, in genmral, tc the physical

e

apsembly or trectment of the finished preduct. The teras "assembled®
vefera o folding; collating of pages, and related processing. The torm
"unasgembled” is checked whenever individusl sheets are to be left un-
assembled {most forms fall into this category). The other terms mey be
defined a8 follows: ]

8o IFastened - stapled and sewn, or gathered and festened by other
metheds,

Bo Punghed = punching of holes at top or sidez; etc., for insertw
Ng in “press<type" folders, loose=lsafl notebocks, and similay
binders with rings or prong Lasteners,

%o Padded ~ assembly of sheets in tablet form for tearing-off as
£esdsd. . o accauplished by sealing top, bottam, or sides of
vollated shests with a plasiic or ¢loth birding.

ds Addressed - the pre-gddresging of reproduced material or plsin

_ €n¥eIopes by vse of an addrensograph machine op einilar device,

@» iorforated - the perforation of wmaterisl such ss teareoffn
¥o¥ms, etc.,; to facilitate soparation of sactional material or
psobg . ’ o

XSOt 1R Lhe GMBE OF mmbersd loris, Lhe Primting end Heprocuction |
Sivisdon wildy follow ingtructions regurding the disposition of the subjeet
items. It is often advairtapecus to silow the plant to retain stencils,

k. DISPOSITION OF STEWGIIS, MEGAEI%WPQATESE COPY, BIC. (column heading) «

3] 2 @
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R iU RARRIE ¥ ay Gald @ OO requesting of ¥ Lo axn Than bave
rassrdal ouprinted by compleiing a requisition ¢ad-refersing $o'ihe
viginel job nwsber in the “hewmavks” gection. | he Priating and
Feproducklon Division files stencils s Platas, ar i siniler materials
by Job mmber for the pwpose of meeting additicnal requests for ve-
priating. in the cese of ditto mebs and mizaoyraph steneils, howcver,
1% ssy be butter 0 have such materdasl destroyed or meturned since
auoriel of this nesture is usually suiteble for one run ouly ox mgy
deteviorate with age,

B!
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35, Estisnted Monbhly Us = A& muber should be inserted in this space,
WL mporopriate, cating the s nwbsr of coples e use
e riate, mﬁi‘%ﬁm the estimated mmbsr of ecopies to b d

during em average monthe This is particularly applivable to form
mrbarial whilch is reprinted periodically. In the case of regulatory,
suzbmaetional, and guide materdsls, the estimated monthly usage ney
Lo winecessary siuce the meberigl ig usually printed on & ona-tine
beeds only (the same would apply to most photostats). The estimated
wenbaly wasge is perticularly important when dealing with sensitized
oifast wrinting oiates which are treated to preserve thew for fuburs
U@,

. (lassificabion = This item is completed when 4t is desired by the requagter
toah reppoduced material reflect a alsssification symbol (Seeret, Confi-
dentlal, Secvet {when £illed im), etco)o In most cases s this symbel can
be printed on the maderial with standard maxkings upsd bty the Agengy.

7. Paper {Kind) (Color) - Specific information should be given to ensble the
oiant neet the epscifications of the requesting office. Such fastors as
the welght of pepar will determine the number of coplies which can be '
2ogihly typed; ebs., in the case of form neherial.

18. Ink fColor) {Mumbor) = The color of imk o be uged in printing mnst be
specilisdy "he Fobael momber of the inic, howsver, is seldmm furnished
by the raquesting of Pice since it rapresents technical information which
suan best he determined by the Printing and Heproduction Division.

1%s  Remrks - Tiis seetion should bs used to record edditional instructions
#H1EH "Grnnot ba nobtad in other items of the Repreduction Requisition.
Tnformation concerning delivery of the meterial to persons other than
ths individvel plaoing the order usy be ghven, In addition, technical
specificaticns {sive, assenhly, punching, eto.) glven in gheck~boxes
showld be noted,. when necessary,

“le Siznakure of Reguisitlondng Offisisl =~ See paragraph 5 of OFH,

vown Mo, ¥=2, Frproduction Requisibiom, must be completed in an original and
o goples, the white copy being the originel. If the requisitioning officizl
sigrs only ons owy, Wis oaus should be typed on the signatwre line to provide
tdentifieation of carbons. Supplies of Form No. 36=2 may be sbtained from tas
Failding Supnly Doom
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